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3. Saving, Printing and Validating.  Once you have completed the cost data worksheet, save it using the 
following filename convention:  OPTION<<option #>> - <<Service abbreviation>>.xls.  For example, the cost 
data sheet for Army option 1 would be saved as OPTION1-AR.XLS, and for Navy option 3 would be saved as  
 
 
OPTION3-NV.XLS. Note:  Once the cost data sheet is filled in, other reports are automatically generated.  
These include:  Inflated Cost Sheet (Figures 9-1), Summary Report (Figure 9-2), and for the host Service 
only, a Fair Share of Recurring O&M (Figure 9-6) and Fair Share of One-Time O&M Report (Figure 9-7).  The 
host Service analyst should scroll over to the O&M Fair Share worksheet to ensure it captures all the 
recurring O&M cost contained in the study.  If a category of O&M cost is not included, but should be, modify 
the report (recurring O&M begins in cell A1 and one-time O&M begins in cell A67) to capture these costs.  For 
example, if there are no school overhead costs, but there are equipment maintenance costs, change school 
overhead to equipment maintenance and adjust the formula in cell G41 to reference the correct cell for 
maintenance costs in the cost data sheet.  

a. To print the draft cost data sheet, the sheet must be active (that is, you must be in the draft cost 
worksheet).  Invoke the print macros by selecting “tools”, “macro”, and then “macros”.  A list of macros will 
appear.  Select  “Print Cost Sheet” and press “run”.  Repeat the same procedures to print the summary 
sheet, which resides on the same worksheet as the cost data and is built automatically.  To print an 
enclosure or exhibit, first make the enclosure or exhibit worksheet active and follow the above procedures for 
invoking the print macros.   

b. Cross check population changes entered on the cost data sheets between host and participating 
Service with the other cost analysts.  Incoming personnel should equal departing personnel by Service after 
considering participating Service incremental staff and student load changes.  Exchange cost data sheets 
with other cost analyst and do a quality check of the sheets.  Make any needed changes.  Brief your subject 
matter experts with these documents to insure all pertinent information has been entered. 

c. Make any corrections before printing the final inflated cost data sheets.  Verify with the other cost 
analyst that the inflation factors and years are correct.  Make the “Inflated Cost Sheet” active by selecting it 
and print the cost sheet and final summary using the macro procedures described in paragraph 1, above.  
Also print the O&M Fair Share worksheet (host only) and final versions (as necessary) of Course Data Sheet, 
Student Travel, Implementation and Surveillance, Travel Information and any other attachments you may 
have developed. 

 
4.  Completing the Cost Summary 
 
    a.  The host Service Cost Analyst is responsible for performing the cost roll up.  Obtain option files from 
other services’ cost analysts and load all files into a summary directory on host computer.  Retrieve host file  
corresponding to the option being summed.  Select the worksheet that matches the number of Services 
involved in the study.   NOTE:  The host data is automatically copied into the first section of the summary 
worksheet.   Next, begin copying the summary data from each participating Service’s option sheet onto the 
summary worksheet.  To do this, open the participating Service’s option file and select the “Inflated Cost 
Sheet”.  Scroll over to the summary section and highlight the summary data indicated by the yellow shading 
(cells S8 through U64).  Click on the copy icon on the tool bar or select “edit” then “copy”.  Now click on  
“Window” on the menu bar and select the host file.  This will return you to the summary worksheet.  Place the 
cursor on top left most cell in the yellow highlighted section under “Participating Service” (cell J13) and select  
“Edit”, “Paste Special” and click “Values”.  This will convert the formulas to values and place them in the 
appropriate cells under the host column.  Now repeat this same procedure for the remaining participating 
Services. 
    b.  Once you have finished pasting in the summary data for each participating Service, the option 
payback (Figure 9-3) is automatically calculated and placed in a report format beginning in cell A73.  Also, an 
O&M Summary (Figure 9-5) showing transfer amount is generated beginning in cell AD1.  Recommend you 
now save the file.  After saving the file, close the individual Services’ worksheets before running the print 
macros to print the SUMMARY, PAYBACK, and O&M Summary 
    c.  After all the summaries have been generated for all options, there is one more step required before 
finishing the report.  Using the host file for option 1, copy the payback line (A85 through R85) from each of the 
other option summaries and paste them as values onto the payback report for option 1 beginning at cell A86.   
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Recommend you again save the file before proceeding.  After printing, this consolidated payback report 
encompassing all options, you can begin assembling the report for presentation to the DAG.    
 
5.  Assembling the Cost Analysis Report 
 

a. Prepare a short narrative of procedures used and any conclusions reached for the cost analysis and 
include as an introduction to the Cost Analysis Report. 

b. Attach the following documents to the narrative in the listed order. 
(1) Cost Summary by Option or Payback Report (Figure 9-3) 
(2) Cost Summary by Service (Figure 9-4) 
(3) Interservice Operations and Maintenance Summary  
(4) Fair Share of recurring and one-time O&M (Figures 9-6 and 9-7) 
(5) Cost summaries (Figure 9-2), Cost Data Sheets (Figure 9-1, Enclosures, Exhibits, and 

Miscellaneous Documentation by Service (equipment lists, transfer documents, equipment purchase 
documents, contract maintenance documents, etc. 
 

6. Check with DAG chairperson and make the desired number of copies.  
 
7. Final brief the DAG. 
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Figure 9-1,  Option Sheet  
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FIGURE 9-1, Option Sheet (Cont) 
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FIGURE 9-2, Cost Summary  

Last Updated

29 Jan 02

   (  ) Indicates Savings
OPTION 1
Air Force Consolidate all Services at Keesler AFB, MS

Extract>> Air Force OPTION 1
FY 04 Dollars

Annual
CATEGORY One-Time Recurring

PERSONNEL: 1/
Military $0
Civilian $0
Subtotal $0 $0

MATERIALS/SERVICES:
School/Course $0
Base Opns $35,000
Subtotal $0 $35,000

EQUIPMENT:
Procurement - O&M $ $253,000 $0
         - Procurement $ $0 $0
Maintenance $0
Operation $0 $0
Transfer $0
Other $0 $0
Subtotal $253,000 $0

FACILITY:
New Construction-O&M $ $0

- MILCON $ $0
Modification - O&M$ $0

- MILCON $ $0
Repair/Maintenance $0 $0
Other $0 $0
Subtotal $0 $0

TRAVEL:
    TDY

Implementation $0
Surveillance $0
Student - O&M $ $0

    PCS
Staff - Civ - O&M $ $0
      - Mil - MILPER $ $0
Student - MILPER $ $0
Subtotal $0 $0

STUDENT PAY & ALWS $0

OTHER (excl stud pay & alws) $0 $0
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FIGURE 9-3, Cost Summary Sheet (By Option) 
 

 

Last Updated
29 Jan 02

STUDY TITLE:Communications Training

    (  ) Indicates Savings
FY04Dollars

DOD DOD Annual Payback Period
One-Time Recurring (in Years)

OPTION 1 $1,515,974 ($1,229,139) 1.2 Consolidate all Services at Keesler AFB, MS

Option Description
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FIGURE 9-4, Cost Summary, (By Service) 



INTERSERVICE TRAINING REVIEW ORGANIZATION 
PROCEDURES MANUAL 

 9-14

 
FIGURE 9-5, Ops and Maintenance Summary 

Last Updated

29 Jan 02

STUDY TITLE: Communications Training

OPTION 1 Consolidate all Services at Keesler AFB, MS

Host Service: Air Force Host Location: Keesler AFB, MS

Participating Services: Army Navy Marine Corps

FY 00 Dollars (in Thousands)

HOST

Air Force Army Navy Marine Corps Net to DoD

One-Time $253.0 $161.3 $220.7 $78.7 $713.7

Recurring $35.0 ($106.0) ($101.2) ($305.7) ($477.9)

$4.0 <==Host Recurring Incremental O&M Cost/(Savings) 

TO FROM FROM FROM

Air Force Army Navy Marine Corps

One-Time $204.0 $49.0 $68.0 $87.0

Recurring * $30.0 $7.0 $10.0 $13.0

* Note:  The total transfer amount may not match the host recurring requirement shown in Section I.  The difference
   is either savings which the host will retain or additional cost caused by changes in host requirements.

SECTION I  -  O&M COST/(SAVINGS)

SECTION II - O&M INTERSERVICE TRANSFER AMOUNTS

***************PARTICIPATING SERVICES****************
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FIGURE 9-6, Fair-share of Recurring O&M  

NOTE:  THIS SHEET IS CONSTRUCTED FOR HOST SERVICE ONLY. Last Updated

29 Jan 02

FY 04 Dollars
HOST SERVICE: Air Force

OPTION 1 Consolidate all Services at Keesler AFB, MS

BOS Personnel USAF 3 $0

USA 5 $0
USN 7 $0
USMC 9 $0

Total 24 $0 $0

BOS Non-Personnel USAF 3 $4,000

USA 5 $7,000
USN 7 $10,000
USMC 9 $13,000

Total 24 $35,000 $34,000

School Mission Non- USAF 3 $0

Personnel USA 5 $0

USN 7 $0
USMC 9 $0

Total 24 $0 $0

School Overhead USAF 3 $0

USA 5 $0
USN 7 $0
USMC 9 $0

Total 24 $0 $0

$35,000

Fairshare Total by Service
Air Force $4,000
Army $7,000
Navy $10,000
Marine Corps $13,000

Total $34,000

O&M Category Recurring Cost
O&M

Load Changes
Population/

Grand Total

Fairshare
O&M
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FIGURE 9-7, Fairshare of One-Time O&M  

FY 04 Dollars Last Updated

HOST SERVICE: Air Force 29 Jan 02

OPTION 1 Consolidate all Services at Keesler AFB, MS

Equipment Procurement USAF 5.036 $49,000

USA 5 $49,000
USN 7 $68,000
USMC 9 $87,000

Total 26.036 $253,000 $253,000

Equipment Operation USAF 5.036 $0

USA 5 $0
USN 7 $0
USMC 9 $0

Total 26.036 $0 $0

New Construction USAF 5.036 $0

USA 5 $0

USN 7 $0
USMC 9 $0

Total 26.036 $0 $0

Facility Modification, USAF 5.036 $0

  Repair & Maintenance USA 5 $0

USN 7 $0
USMC 9 $0

Total 26.036 $0 $0

$253,000

Fairshare Total by Service
Air Force $49,000
Army $49,000
Navy $68,000
Marine Corps $87,000

Total $253,000

O&M
O&M Category Load Changes One-Time Cost Fairshare

Grand Total

O&M
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FIGURE 9-8, Course Data 

Last Updated

Air Force Enclosure 1 29 Jan 02

OPTION 1 Consolidate all Services at Keesler AFB, MS TARGET YEAR FY 04

COURSE LENGTH STUDENT LENGTH STUDENT

NUMBER IN WEEKS INPUT LOAD IN WEEKS INPUT LOAD

XZU456 COMMUNICATIONS TRAINING 3.8 125 9.5 4.6 158 14.5
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0

Total Consolidated 125 9.5 158 14.5

456EZ TRAIN THE TRAINER 3.1 60 3.7 2.1 50 2.1
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0
0.0 0.0

Total Collocated 60 3.7 50 2.1

NOTE:  Army & Marines add 0.1 wk per training week (up to a max of 0.4 wks) for administrative time to proposed (target year with ITRO) course length .  
              Navy and Air Force add this value to both baseline and proposed course lengths.  Impacts BASOPS but not instructor computations.

TARGET YEAR WITH ITRO

CONSOLIDATED COURSES

Air Force
ENCLOSURE 1

COLLOCATED COURSES

COURSE TITLE

TARGET YEAR WITHOUT ITRO
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FIGURE 9-9, Student Travel 

NOTE:  You must input air fares, per diem, and rental car expenses as appropriate beginning in cell L31. 

Exhibit 1 Last Updated

Air Force 29 Jan 02

OPTION 1 Consolidate all Services at Keesler AFB, MS

CURRENT NUMBER OF
TNG SITE STUDENTS LACKLAND OTHER TOTAL

Keesler AFB, MS 0 100% 0% 0% 0% 0% 100%

TOTAL 0 0 0 0 0 0

TRAVEL COST IN TARGET YEAR WITHOUT ITRO

FROM TO NUMBER TRAVEL
LOCATION LOCATION STUDENTS COST FY 02 04 DOLLARS

LACKLAND Keesler AFB, MS 0 $645 $0 $0

0 Keesler AFB, MS 0 $0 $0 $0

0 Keesler AFB, MS 0 $0 $0 $0

0 Keesler AFB, MS 0 $0 $0 $0

OTHER Keesler AFB, MS 0 $0 $0 $0

TOTAL 0 $645 $0 $0

PROJECTED TRAVEL COST IN TARGET WITH ITRO

FROM TO NUMBER TRAVEL
LOCATION LOCATION STUDENTS COST FY 02 04 DOLLARS

LACKLAND Keesler AFB, MS 0 $195 $0 $0

0 Keesler AFB, MS 0 $0 $0 $0

0 Keesler AFB, MS 0 $0 $0 $0

0 Keesler AFB, MS 0 $0 $0 $0

OTHER Keesler AFB, MS 0 $0 $0 $0

ORIGINATING LOCATIONS

TOTAL COST IN

TOTAL COST IN
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FIGURE 9-10, Implementation and Surveillance Travel Costs  
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FIGURE 9-11, Travel Information 

NOTE:  THIS SHEET IS BUILT BY HOST SERVICE ONLY. 

Exhibit 3 Last Updated

29 Jan 02

APG (Baltimore, MD) Leonard Wood, MO $157
Camp Lejeune, NC Goodfellow AFB, TX $241

ORIGINATION DESTINATION
ONE-WAY
AIR FARE
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FIGURE 9-12, BOS Population Change 

 


